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SHIP, AHOY! SHIP, AHOY! 


“WE'RE IN THE NAVY” 
SAY THESE STENOGRAPHERS 


Interesting experiences related by Clyde W. Fraze and 
Joe &. Ripezinske, of the U. S. S. Tennessee 


VANE work of the Naval Court investigat- posit $s wilt ‘ ty usually 
ing the loss of the airship l S. S. Macon accorded to mel it more experience thai 
last year has again brought to the fore 1 have ve the prestige w 1 the pos 

the stenographer and reporter in the U. $ tion g e, together with n ecent pro 

Navy Phe , quit nvened on the motion, t thand. It ha een from the 

U. S. S. Tennessee and two of the Navy's evi! : , cht | ' —* 

stenographers, enthusiastic readers of our Na 

nag ive sent 1s nteresting ac¢ ts Mr ‘ ‘ N\ 474 at the 

I the i t 5 v s¢ é ve ft t Vas the 

~ irs ag the Navy epartment real { { ‘ i t s ol 
ize that 2 ad rthan writers W 11d great ma £ ri the 

y crease the etnhcren I the clerical torce S¢ ‘ tas rie V rie i s nec 

im order to train enlisted m« educat to cle ' tie \ ‘ d 1 

pportunities were provided \ school was training wa eart 

pen at San nego, Calit i, t teach the that e Na tra t \ 1! e W ked 
prim ples t shorthand At st the « Se hard and ‘ t i k “ 
was established for two months only, but it edge of , , , Sans e learned that 
was extended to tour 1 nths when it appear | tenogra] were : oT ‘ , andl . the 
that more time was Na » esi 
needed to give the me . saeenre 

a working knowledg« 

§ shorthand. 

“I was fortunate ? 
nough to be selected uphe 

for instruction in this % inter: 

school,” Clyde W res M: 

Fraze, captain’s writer le is calle 

m the U. S. S. Ten- ke dictati 

nessee, té lis us, ‘and I ind verse 

was graduated third in 1s eng 

a class of twenty, with , 

un average speed ol epa 

103 words a munute , tact 

On returning to my lines f 


ship I was given the 





position of captain ration, the 
writer and courts mar- Clyde W. Fraze reports the Naval Court recent court of inquiry 


tial reporter which inquiry into the loss of the airship Macon nvenel t nvest 





gate the loss of the airship U. S. S. Macon 
The record was approximate- 
; 


is appropriate. 
ly two 
written on 8” by 
the pages were solid. 
were metallurgists, 
engineers, and expert airship operators. There 
also testimony from who 

he accident, as well as from those 
who constituted the crew of 
the ill-fated ship. So you can readily under- 
stand the variety of testimony that developed 
inquiry lasted five days 
At the stenographers 
were required to their 
that the proceedings of the day could be read 


engtnh, 
¢ 


many ol 


hundred and fifty pages in 
134%” paper, and 

Among those testifying 
aerologists, construction 
was eye-witnesses 
observed t 


othcers and men 


in such a case Phe 
end of each day the 


transcribe notes so 


when the court met the following morning.” 
° ‘ ‘ ‘ 7 

FHE Navy sten grapher is also called upon 
to act as personal secretary to high-ranking 
theers. Such a position requires the ability 


to take dictation at a high rate of speed and 


) prepare letters, in so far as punctuation and 


typing are concerned, suitable for perusal by 
ritical observers Hence the Navy stenog 
rapher, to be ethcient, must be prepared to 


take dictation on almost any subject and t 
put his transcript into first-class readable 
form. This requires constant study on his 


part, not only to learn new phrases and new 


technical words but to retain those which he 


has already mastered. But the work is fas 
and the Naval stenographer is always 
Monotony, contrary to the general 


impression, is practically unknown. 


cinating, 


learning. 


COURTESY, U. S. NAVY RECRUITING BUREAU 


Library and Study Hall, 


He 


**'Y OU may be 
in battle drills 
part,” writes Mr 


interested to know that even 
shorthand plays an 
Fraze “Sometimes during 


engagement orders and infor 


important 


the heat of an 
' 
mation are received with such speed that it 1s 


humanly impossible to remember them all, and 


to write them in longhand would be just as 
impossible. Therefore, the yeoman, as he 1s 
called, who is confronted with such a situa 
tion, uses shorthand and thereby increases the 
efficiency of his ship in battle. 

“Orders, to be of any value, must be cor 
rect, and experience has shown that in time 


of confusion or excitement, one’s tongue does 


not always repeat correctly what the ear re 


ceives, especially if the order to be repeated 
is of any length A mistaken order in time 
of actual battle might be disastrous as to 
cause great danger to the personnel and to the 
ship, if not causing the mplete loss ot both 
In my opi t é ival engage 
ments during the V War w v more 
complete and n iter value t Naval 
lstorians ui tie corae it these engage 
ments he able to ma atin tes 

Mik. RIPCZINS ce Mr. Fraze, en 
listed wi i know! . thand and typ 


ing already acquirt School was always a 
tough propositior r me,” admits Joe. “It 
would take so many pr‘ s hours from base 
ball and football that I begrudged the time 
given to my studi However, my parents 
pointed out the necessity of having an educa 


ec W rid When I 


was given 





Naval Training Station 
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RTesy 4 5 RAWY RECR Tine BUSEA 


Stenographer’s School, Naval Training Station, San Diego, California 





" e of entering hig! f mmer lue to the fact that | was trained in short 
al se l, I chose the latter because it ap hand, I was assigned to duty as irt re 
pealed to me as more practical. But I don't porter during the U.S.S. Macon investigatio 
mean to give the impression that | ler ind I again had the pleasure of paying my re 
estimate s lleg " spects t ‘ f ‘ nest off t » 
: Navy ha eve ] 
ad I travel appeal wa i t K, W 
duced me to sign ip the Nav i — SU] ) | ve travele vt uM 
c 7 Si ! I i ( MA) ye le e | tive N iV l / rea 
arts enabled me to | iseful the life t weaken! I'm stil te 
start l Nas give i “ f nm the ‘ ‘ \ been 1 ( t 
sponsibilities that would not i ce pos ears. a vit it tweive ft irs t 
sible without that training [ was mighty serve prior to retirement wh tell what 
glad I had toiled awa it s mastering adventures and experiences wW come to 1 
shorthand and typing just because I equipped myself with shorthand 
‘Within less thar i ear | vas $s ed ind typing in my early school days. And as t 
to the (¢ iptain’s Uthce, wit the additional that idea | mee had that s rthand is a 
duty t irt reporter All the jobs were woman's job entirely—take it from me, I've 
tackled with a certain confidence in my ability seen some pretty tough birds who were p 
to make eg 1, and later, when assured that posed to ki A thand ringé I to 
my work was done correctly, I felt pleased jobs. If vou are afraid of the stuff. you ma 
l « t in t > : l Was ‘ ill it i VOTMa s jol I t r feel 
von s t lr \ \ \ it yomel! that you are ible to lick the ire part 
do not a the fie Male that Manual nd you have " 
stenograp i places that e not open sized jol e that will prove ever excit 
to the tair x 1 tance n one occasion ng and eresting as long as llow the 
it was necessary to take a Court of Inquiry shorthand route to promotion.” 
through the police courts of Panama and into 
yut-of-the-way places in order to make the “Hi! Hi!”’ 
record complete and accurate. And in many : ; 


intl ' le ‘ If norliclh . 
distant ports I have sat in courts martial asa A! MOS]! intiess examp I la 
reporter and have learned that making a reliable she 1S spot stur 
by travelers in the various tries of the 





pt of procee lings calls tor the best a 
man has in hin world The following epic is said on good 
authority to be Traffic Rule N 2, actuall 


transcriy 


“It was through my knowledge of shorthand, 
too, that I became acquainted with Commander used by the street cars in Toky 
Herbert V Wiley, U. § N.., Captain of the When a passenger f the foot heave 
Macon. 1 served under him while he was in sight, tootle the horn trumpet to 
Communication Officer on the U. S. S. Tennes- him melodiously at first If he st 
see. When he left the ship he said something bstacles your passage, tootle with 
about seeing me again. The Navy is a large angry vigor and express by words of 
place and covers the world. I went to other mouth the warning: “Hi! Hi!” 
corners of the earth and did not believe that Honorable street-car tootle must be 

? 


I would meet him again, but three years later, obedienced by foot passenger, eh 





A FEW SUGGESTIONS ON 





Tue 


THE LEARNER 





HANDLING NEW WORDS 


AS APPLIED TO CHAPTERS X AND XI 


Dr. Gregg talks interestingly on Vocabulary 


HE first nine Manual 


u all the word-building principles, 


chapters in the 


the signs for the common words, the 


most common phrases and the most commonly 


recurring pretixes and suthxes. \ mastery oO! 


these chapters enables you to write more than 


95 per cent of the running words in any 
ordinary matter that is not technical 

But the other five per cent of the words 
that you have not yet learned to write can 
make you a lot of trouble There are tw 


tor this One is that these less used 


reasons 


words are not so familiar to you as the short, 


easy words you had through Chapter VIII 


The second reason is that not having used the 
principles presented in these later chapters as 


often as you did those occurring earlier, they 


will not be recalled so easily when needed 
Yet almost any word is likely to occur in 
dictation. It may involve some of the advanced 


and XI 


1ave a good working know! 


principles given in Chapters X There 
fore, unless you | 

edge of the principles in these chapters, you 
may find yourself “floored” by a word strange 


from the shorthand point of view 
Note the Unfamiliar Words 


That brings me to a practical suggestion 
As soon as you have mastered Chapters X and 
XI, start to translate into shorthand any words 
encountered in your reading that come undet 
the principles given 
or story ina 


As you read an article 
marazine, or book. 
within the five-pet 
a circle around each one tor 


newspaper, 
note the words that fall 
cent group. Put 
which you cannot instantly picture the outline 
in your mind. Then go back and construct 
outlines for these words. Do this as rapidly 
as you can, for it is important that you speed 
up thinking the outlines and writing them. 
Thus you will form the habit of getting down 
such without hesitation when they 
occur in dictation 

Chapter X starts off with a rather big word. 
Do you know what it means? “Analogical” 
is derived from “analogy,” which means “a 


wi yrds 


Building 


resemblance I relat t urries the idea 
ol wMikeness Kron the sn rthand pe int ol 
view it means treating certain beginnings or 
endings of words, or even principles, in the 
same way when there is a likeness, a simi 
larit } 7. | ‘ 1 } 

larity. The similarity the word-beginnings 


in Chapter X is found in the fact that disjoin 
ing adds the sound of ¢r plus a vowel. In 
some instances the nd r are separated by 
an obscure vowel ers, the ¢ and r come 
together 


Vocabulary Building Yields Double Dividends 


rhe budding stenographer r secretary 
should cultivate an interest in words He 
should find a certain fascination in taking long 
untamiliar words apart and noting their forma 
tion. Such a student will have less difficulty 
in mastering the principles in thes« apters 
Isn't it logical to assume that when these 


words are no longer strangers to you, it 


will 


be an easy matter vrite them as they occur 
in dictation—or to picture the outlines for 


them as you come upon the words in your 


reading? Your fear of long words disappears 


when you analyze them and learn their 
meaning 
Some ot our most esstul authors started 


their 
The most 


careers as expert shorthand reporters 


Dickens In 


and also James 


famous 
our own time Irvin S. Cobb, 
Oppenheim, who was for many years a secre 
tary, may be mentioned. The study of short 
hand is a study of words, and the knowledge 
thus gained is very helpful in developing a 
clear and 
any time and labor put on maste 


X and XI 


torceful literary Therefore, 


ring Chapters 
You 


will not be wasted will not 


only make yourself more efhcient shorthand 
writer, but you w ilso acquire a greater 
insight into the meaning and value of the 
English language You will enlarge and en 
rich your vocabulary with many words that 


have a picturesque background. Therefore the 
“analogical” groups take on added interest. 


On the other hand if 


your previous educa 
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for so I like to think of all our readers—I 
came across a sentiment from the pen of 
that great and inspiring teacher, Henry Van 
Dyke, that exactly expresses my feelings as Christmas 


draws near: 


I am thinking of you today because it is Christmas, 
and I wish you happiness. And tomorrow, because 
it will be the day after Christmas, I shall still wish 
you happiness; and so on clear through the year. I 
may not be able to tell you about it every day, because 
I may be far away; or because both of us may be very 
busy; or perhaps because I cannot afford to pay the 
postage on so many letters, or find time to write 
them. But that makes no difference. The thought 
and the wish will be here just the same. In my work 
and in the business of life I mean to try not to be 
unfair to you or injure you in any way. In my 
pleasure, if we can be together, I would like to share 
the fun with you. Whatever joy or success comes to 
you will make me glad. Without pretense and in 
plain words, good will to you is what I mean, in the 
Spirit of Christmas. 


May the spirit of that sentiment be with all of us, not 
only at Christmas, but throughout the New Year—and 


Ae 


always. 


vee ORNRNRIUR URCERRENeENEEREN 


aw 


Re 
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tion has been the study of language, or rhet- 
oric, you should find the vocabulary in these 
chapters of little or no trouble. Those who 
read much of a varied nature have the advan- 
tage of a large vocabulary, and this often 
means more rapid progress in the study of 
shorthand, because less time needs to be spent 
in learning new or difficult words. 

Put Your Shorthand to Personal Use 


Again I wish to call attention to the im- 
portance of substituting shorthand for long- 
hand in all your notetaking. You have spent 
many hours, indeed many days, in mastering 
shorthand writing. You 
should get as much as possible out of that 
investment of time and labor. And certainly 
the way to do that is not to confine the use 
of shorthand to taking dictation from your 
teachers and your employers. You can econ- 
omize on time and labor by using shorthand 
to write down telephone messages, to make 
entries in your diary, to copy research items 
in the library, to preserve favorite quotations 
for your scrapbook from what you read, to 
make up shopping lists, to write down re 
minders. Many people compose important let 
ters in shorthand and then type them. The 
more you use your shorthand in these ways, 


the principles of 


the greater confidence you will have in your 
ability to write from dictation 


It Pays to Review Frequently 


Your Manual is one of the few books that 
will bear much reviewing. The books that 
we enjoy most are the ones that we re-read 
It is not too much to say that every time 
you go over the chapters of the Manual, par- 
ticularly those that have given you the least 
bit of trouble, you will increase your short 
hand efficiency until all your writing becomes 
easier, simpler, and pleasanter 

The review work your teacher will assign 
to you should be done willingly and with a 
desire to be as thorough and conscientious as 
possible. The proper kind of review enables 
you to check up on what you have missed 
and to refresh your mind on what you did not 
miss when you went over the ground the first 
time. It will clear up some doubts you may 
have had when writing certain words, reveal 
to you the cause of difficulty or hesitation in 
taking dictation, and fill in any mental blanks 
that may have retarded your progress. 


Review Questions on 
Dr. Gregg’s Talk 


1. What percentage of words can you write after 
mastering the first nine chapters? 
2. Does the other five per cent cause trouble? 
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3. How can you avoid being “floored” by a strange 
word? 

4. What practical suggestion does Dr. Gregg offer 
How can you abolish the fear of meeting long 
words? 

6. How does the 
author? 

. Why does wide reading prove an advantage to the 
shorthand student? 

8. Can you think of other ways to use shorthand 
for longhand in addition to those mentioned? 

9. How can Manual reviews help you? 


? 


study of shorthand help the 


“a 





12 QUESTIONS 











Check them to see how many you 
can answer and compare the result 
with the answers on page 161. 


1. When and where was the 
bank established ? 

2. What was the first city to be chartered in 
the United States and when? 

3. Are all of the United States divided into 
counties ? 

4. What is a deed? 

5. What is the differences 
and common law ? 


world’s first 


between statutory 


6. What is meant by the phrase “balance of 
trade?” 

7. Does a contract written in a foreign lan 
guage have the same standing in a court in the 
United States as one in English? 

8. How long does it take money to double 
at 6% interest compounded yearly? 

9. What is a graph? 

10. May business reply cards and envelopes 
be mailed in any quantity desired? 

11. Is it possible to recall mail deposited but 
not yet delivered? 

12. Is there a limit to the amount of money 
that can be sent by postal money order? 


You Should Have a Hobby 


AVING a hobby is just another name 

for not taking yourself too seriously. 
The modern name for it is “getting a kick out 
of life.” Some folks make music or pictures 
or sports or literature their hobby. What it is 
is not the important thing: the important thing 
is to have a hobby and ride it. 

If you haven't got a hobby, why not adopt 
And what better hobby can you mount 
than improving your mind? Properly ana- 
lyzed, that’s as interesting a hobby as any. 

Tackle one phase at a time and don’t worry 
too much over a hard-and-fast program. Make 
it play, instead of work. You'll find it one 


one? 


of the best and most zestful ways in the world 
of making use of your spare time.—J. J. Kin- 
man, Editor, “Bookkeeper and Business Man.” 
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At the Sign of the 
INFORMATION DESK 





the engraving is made, the blue lines do not 


: : , ne sms sis sina 
Send your questions to Information photograph. The writers use a steel pen. 


Desk, The Grece Warrer, 270 Madison Plate writers do work other than that of 
Avenue. New York. N. Y. Answers writing shorthand for reproduction in the 
not published here, because of length magazine or books. It would be quite mo 
or limited interest, are mailed. notonous to work all of the time on plates. As 


not all of the work is done in the office, there 
is no uniformity, either in equipment or light- 
ing. The speed at which the writing is done 











. . is also a personal matter. Naturally, accuracy 
Informal Salutation , ; 


is most important 


T 1) » Ss 16 } a ‘) 4) t 
Should the name of the company in the signature The above answer is by one ! ur plate 


and the identification initials at the left be omitted writers 
in the following letter because of the personal salu- 
tation? H. 


Mr. Jason Enders A k — | C vy. 

Star Manufacturing Company AwkKwWart onstruction 

Worcester, Mass. 

Dear Jason: Is the following sentence correctly punctuated? 
We regret to say thet the Royce axle “Am I correct in assuming this? as I should like to 

which you have on order will not be ready know for future reference 

for shipment until next week. 


Yours very truly, No. The sentence should read ‘Am I cor 
JENNINGS SPECIALTY COMPANY rect in assuming this, as | should like to know 
(Signed) Allen Jones for future reference?’ The entire sentence 
Allen Jones, Vice President has a question sense, and theretore demands 
In Charge of Manufacturing , ' , 
a question mark at the Clos 
AJ/CB Were the sentence, “Am | correct in assum 
ing this? is the question’; or “Am I correct 
Since the letter was written by Mr. Jones in assuming this? or you? or anyone?” then 
in his capacity as vice president of his com the question mark would properly appear with 
pany and the letter deals entirely with com in the sentence 
pany matters, we see no reason for the omis- Your sentence would be better if broken 
sion of the identification initials or the title into two. thus: “Am I correct in assuming 
under the signer’s name, even though Mr this? I should like to know for future ref 
Jones addresses his correspondent by his first erence.” 
name 


This informality is a result only of friendly 


relations between the dictator and the ad om M | 
. . . ‘ ‘ re 
dressee, and does not in any way change their I wo Ol ore Languages 


business relationship. 
Is there a demand for stenographers and secretaries 
with a knowledge of two or more languages.— 


‘ 


™ = . In a recent issue of the New York Tim 
Who Writes the Plates? there were a number of classified advertise 


' , ments for stenographers and secretaries with 
I have never ceased to admire those people in your s 1 we Pastich French Ene 
organization who write the shorthand plates. Won't a thorough knowledg« nglish-lrench, ng 
you please tell me about them? How many ere there? lish-German, and English-Spanish These 
Are they mostly women or men? Just how are these oN a : MP 
plates prepared? How fast is this shorthand written P calls usually come trom import 
Is ruled paper used or does the printing remove the not always, for a public accountant was among 
lines? What kind of desk and lighting is used? Is « ’ 
fountain pen or a dip pen used?—S. P. 


yuses, but 


those advertising in this particular issue for 
a secretary and assistant with a knowledge ol 

We have four plate writers—two men and English-German. No doubt a similar demand 
two women. The women do most of the work. exists in other large cities throughout the 
The shorthand plates are copied with black ink country. Such persons command good sal 
on white cardboard so that they may reproduce aries, and the work is often more than ordi 
easily. The paper is ruled in blue. When  narily interesting and broadening 
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BE SURE WHEN YOU WRITE 
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BUSINESS ENGLISH 





OVERSEAS AND FAR AWAY 


THAT YOU WRITE CORRECTLY 


Urges E. LILLIAN HUTCHINSON 
Assistant Editor, The Gregg Publishing Company 


HOSE two modern miracles, the radio and 
the transoceanic telephone, have brought 
Europe and South America—indeed the 
nearer to the United States than 
New York was to Philadelphia sixty years 
ago. When anyone can, by twirling a knob, 
listen to the King of England speak at the 
opening of the British Parliament, and when 
a business man can take up his desk ‘phone 
and ask for a number in Amsterdam and in 
less than five minutes converse with his rep- 


whole gl yb 


resentative in that country—why it makes a 
trip across “the Great Pond” seem like a 
ferry ride 

With increasing business with Europe and 
other foreign countries, stenographers will 


probably have more and more letters to write 
to foreign addresses. And they must remem 
ber that the envelopes that bear these letters 
must be addressed in such a way that there 
can be absolutely no chance of a slip-up even 
foreign-speaking postal clerks. 
elements of 


when read by 
Here, 
foreign 


then, are some of the 


addresses to watch 


Changing Names 


In this country we are accustomed to having 
the names of and towns “stay put,” 
but not so with the rest of the globe; it seems 
Europe, especially, ever since the World War 


cities 


has been suffering from “mapitis.” One- 
seventh of its area “changed hands” after the 
War, and many new countries were formed 
and new names given to old cities. It was 


only natural, for example, after the Russian 
Revolution, that anything savoring of czar- 
dom should be taboo, and St. Petersburg in 
1914 was therefore given a more Russian- 
sounding name, Petrograd. But with the rise 


of Lenin to power, the city again changed its 
name—to Leningrad—in 1924. 

Only as recently as October of this year the 
city of Cologne in Germany reacquired the 
prefix “Hansa City” to its name, a prefix 
which it originally acquired over five centuries 


ago when it belonged to the historic Hanseatic 
League, which was comprised of a string of 
ninety cities extending from Reval to Amster- 
dam. 


The most important changes in names of 
countries and cities are 
Present Name Former Name 


Christiania 
Peking 


Oslo (changed in 1925) 

Peiping (changed in 1929) 

Puerto Rico 
in 1932) 

U.S.S.R. (Union of Soviet 
Socialist Republics) 

Kingdom of Yugoslavia 
(since 1929) 


(changed 
Pr rto Rico 


Russia 

Kingdom of the 
Serbs, Croats, 
and Slovenes 


Foreign vs. Anglicized Spellings 

The names of a vast number of the impor 
tant foreign cities are spelled one way in the 
country itself and another way in English, 
just as the feminine name Margaret is spelled 
Marguerite in French, Margherita in Italian, 
Margarita in Spanish, and Gretchen in Ger 
man; or the masculine name John is Giovanni 
in Italian, Juan in Spanish, or Johann in Ger 
man 

In cases of two spellings, the United States 
Geographic Board recommends that the con 
ventional English form be used for the names 
of countries, to facilitate the handling of mail 
by the postal clerks in the United States up 
to the time that the loaded on the 
proper steamer. But it also recommends that 
the names of cities be written in the language 
of the country to which the letter is going, to 
assure promptness of handling when it reaches 
its destination. To “put the shoe on the other 
foot,” imagine how much more quickly a let 


mail is 


ter from Spain addressed to Little Rock 
would reach that city than it would if it 
were. addressed in the Spanish form Roca 
Pequefia. 

Another important reason for using the 
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cal spelling tor the city name is the favorable 
mpression made on the recipient He ap 
preciates the recognition of the local name 
Some { the more mportant alternative 
spellings are 
Ry sh St ng O ficial Name 
Antwerp, Belgium Antwerper 
Anvers 
Berne, Switzerland Bern 
Beirut, Syria Beyrouth 
Brussels, Belgiun Bruxelles 
Coblenz. Prussia. Ger Koblenz 
man} 
Cologne, Germany Koln 
Constantinople, Turkey Istanbu 
Florence, Italy Firenze 
Genoa, Italy (,enova 
The Hague, The Ne Gravenhage 
lands 
Korea ( ose 
Lisbon, Portuga Lisboa 
Leghort Italy Liv 
icerne oSwitze Luzet 
Mesopotamia lraq lrak 
Milan, Ita Milano 
Moscow, U.S.S.R Moskva 
M unicl I ria, ‘os Munche 
many 
Naples, Italy Napoli 
Nuremberg, Bavaria Nurnberg 
Germany 
Oporto, Portugal Port 
Prague, Czechoslovakia Praha 
Queenstown, Ireland Cobh 
Rome, Italy Roma 
Seville, Spain Sevilla 
Sicily, Italy Sicilia 
Turin, Italy lori 
Venice Italy Venezia 
W arsaw P land Wars iwa 
Vames Often Confused 
c ticle te graphic Weograpny 
WW ppeares N ovembe ssue, a 
list was give the ties a towns in thi 
ountr it are rte fused because the 
names 4s mewha ke sound alike. A 
simila s exists with mat foreig 
names, like 
India, a region southern Asia, comprising 
British India, French India, and Portuguese 
Ind a 
Fast Indies or East India, a llective nam« 


7 hee 
applied somewhat vaguely to India, 


China, and the Malay Archipelago 


West Indies, or British West Indies, a group 


of islands in the Atlantic Ocean betweer 
Florida and South America, consisting ot 


; 


Bermuda, Barbados, Windward 
ands, and others 


Jamaica, 
Islands, Leeward Isl: 


Great Britain, an island comprising England 
Wales, and Scotland 
British Isles, consisting of Great Britain, Ire 


adjacent islands 


land and 
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British Empire nsisting of the United King 
dom of Great Britain and North Ireland, 
Irish Free State, India, the Dominions 
Colonies, Protectorates, and Dependencies 

Brittany or Bretagne, a region and ancie 
province in northwest France 

Lape Bret n an sland northeast t No 
»cotia 

Bolivar, a department at tv in Colombia 
and a state and city Venezuela 

Bolivia, a South American repub! 

New Guinea, a large island north of Australia 

British Guiana, a British « ny in South 
\merica 

French Guiar 1 Fret lor n South 


America 
Netherland New Guinea, a Dut my in 
New Guinea 


Liberia, a republ n west Africa 
Libya, an Italian possession in northern Af 
. 
a 
New Sout Wales, a state in Australia 





Wales. a d sion of ( 


Algeria French possessiot n northy 
Africa 
Alger (Algiers), a seaport in northern Al 


Austria ' —_ 
Aust 7 } ! é , Tf t aomir 
langchow, China 

lank Ww ( 

Hebrides | I slands northwest 
Scotland 

New Hebricd up of islands east { 


| lba al sla | nea tne west ¢ i I Ital, 
(lan Sa the scene I Napole s exile 

| he i?r eT ( ecl sle k 1 ar (sf nat 

El Salvador, a Central American republi 

Sa Sal aud t \W atling Islar ! the | i 

' apital of Fl Salvador 

Those “British” and “French” Prefixes 
An i ed ¢ ’ tus ther 
ames the fact that some of the ge. im 

portant countric f the world have lonies 

of the same name, but prefixed the mothe 
uuntry’s name; for example 

British So 

French Sor : Afr 





Italian S 


Africa 


British East 

French Equatorial 
Congo) 

Belgian Cong 

British West Africa 


Anglo-Egyptian Sucdar 
French Sudan 


Africa (f Rrench 


rmerly 


{ ntinued " page 





ma 
— 
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Borneo, an island in the East Indies 

3ritish Borneo, north and northwest parts of 
Borneo 

French West Indies 

British West Indies 


Don't be discouraged by this seemingly un- 
limited combination of names. You will prob- 
ably not have occasion to use them often. The 
list is given merely to show you how neces- 
sary it 1s to be on guard constantly in writing 


ioreign names 
Some of the Tricky Spellings 


\nd now for a spelling lesson. These are 
the important foreign names that give the 


most trouble 


Aguascalientes, Mex- Lausanne, Switzerland 


Ico Leipzig, Germany 
Baghdad (not Bag- Lyon (not Lyons). 
dad), ‘Iraq France 

Bangkok (not Ban- Madeira, Portuguese 
kok), Siam islands 


Manila, Philippine Is 
lands 

Maracaibo, Venezuela 
Marseille (not Mar 
seilles), France 


Barbados, B.W.1 
Barranquilla, Colom 
bia 

Bordeaux, Irance 


— Aires, Argen Melbourne, Australia 
Cherbourg, France Morocco, Africa 

2 td Netherlands (not Hol 
Chihuahua, Mexico land ) 
Christchurch, New Nizhni Novgorod 
Zealand U.S.S.R 


Czechoslovakia (ad- Philippines 

jective form, Czecho Portuguese 

slovak ) ; Reykjavik, Iceland 
Estonia (not Estho- Rumania (not Rou 
nia), a republic on mania ) 


the Gulf of Finland Santo Domingo (not 
Goteborg (not Gothen San Domingo). Do 
burg), Sweden minican Republic 
Habana (not Hava- Soochow (not Su 
na), Cuba chow ), China 
Hong Kong (not one Tokyo (not Tokio), 
word), China Japan 
Jamaica, B.W.I Shanghai, China 


Help! Help! 


Lest you feel a confusion worst confounded, 
here is a comforting thought. Just as you 
have the Postal Guide as a final authority on 
the spelling of cities and towns in the United 
States, so you have the invaluable Report on 
Foreign Geographic Names,* prepared by the 
United States Geographic Board, as an au- 
thority for these less familiar names. In it 
names are pronounced as well as spelled. 

Next month we will turn our attention to 
another topic quite different 


* For sale by the Superintendent of Documents, Washing 
ton, D. C 
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HELPING 
MY EMPLOYER 


Every employer welcomes helpful suggestions 

from his stenographer or secretary. SI will be 

paid for any short letter accepted and pub- 

lished here telling how an idea was put to 
work successfully. 














Identifying Patients 


I WORK in a hospital 
as personal secretary to two noted surgeons 
and have found that one of the ways in which 
I can be of special help to them is in remem 
bering patients’ names and recognizing them 
when they return for periodic “check-ups.” 
These surgeons treat patients from all over 
the United States and Canada, so the task of 
remembering the names and faces of all thes« 
people is a big one 

I have adopted a memory training system 
whereby I try to associate each patient’s name 
with his own personality. This is best done 
by the use of absurdities. For instance, a pa 
tient by the name of “Crane” would be easily 
remembered by visualizing him being carried 
in midair by a large crane with flapping wings 
that set him down on top of the hospital 
chimney. 

My employers find it impossible to remem 
ber each of their patients and when I can an 
nounce, “Here's Mr. Breckenridge, doctor,” 
both patient and doctor are put at ease and 
new introductions are unnecessary Also, if 
I can add, “You remember, doctor, Mr. Breck 
enridge is the man who was here last October 
and drove his Chevrolet through floodwaters 
at Lawrence,” etc., etc., it creates an atmos 
phere of informality which is pleasant to 


all. —L. E. D. 


An Added Memorandum 


M Y employer often has 
occasion to send to his associates at the divi 
sion offices copies of letters he has received 
from customers. I have found that it saves 
time and confusion later if I make a note at 
the bottom of each letter so copied, “Copied 
for Mr. A, 1/22/35,” et 
In looking through the customer's corre 
spondence, perhaps several months later, my 
employer will know at a glance that Mr. A 
was informed of the customer’s problem. And 
I will know, if there is further correspondence 
with Mr. A on the subject, that I need not 
copy the customer’s letter again. rr. we 











35 
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Sharing Our MAIL with You 


Bits from Recent Letters from Our Readers 


MONGS IN SHORTHAND—"My great 
est hobby is taking down songs in short- 
hand while listening to the radio,” writes 

Anne West, of Pittsburgh, “and then transcrib 
ng my notes on the typewriter. When I have a 
number of pages I make them into a book. 
| have been doing this for about five years 
now, sO you can imagine what a collection | 
have by this time.” 

We call that getting the true rhythm out of 
shorthand writing! Miss West tells us that 
she is employed as a stenographer and that 
when she is not using her shorthand in 
taking down dictation, she is using it 
many other ways. 

“Good!” exclaimed Dr. Gregg when we told 
him about Miss West, “in using her short 
hand to take down songs, and in other ways, 
in addition to taking her employer's dicta 
tion, Miss West is getting the full value out 
of her investment of time and money in learn 
ing it. Shorthand is meant to be used in a 
thousand and one ways.” 


( pee IRTUNITIES FOR BOYS—‘“Boys 
represent quite a goodly percentage of 
the total students studying shorthand,” writes 
Charles R. Dubbs in a letter to us. “Why not 
give space to the many opportunities for young 
men? I am not overlooking the fact that 
you have had many good articles about suc- 
cessful business men who have attained distinc- 
tion via the shorthand route, but you might 
also have an article each month about a boy 
who has just been graduated and has suc- 
ceeded in getting a good stenographic position. 
If possible, the boy should write the story him 
self. Probably his teacher could help ~ 
An excellent idea, and we shall welcome 
co6peration in working it out. We want such 
stories, but it’s like pulling teeth to get them 
Certainly we must admire the way the young 
women do things and let the world know 
about them. It’s up to the men to get more 
representation in this magazine! 


**BE*NTHUSIASTICALLY YOURS’’— 
4 That’s the way Annabelle Dierdorf, of 
Morgantown, West Virginia, signs herself, 
and if you could read her long letter you'd 
quickly agree that she lives up to her closing. 
There’s room for but a few paragraphs: 
I have been taking the Greco Writer for only 
about a year, but I feel that I mever want to be 
without it. I am going to bind my copies 


I have always thought, and said, that I never want 
to give up my shorthand, no matter how hard it may 


be to continue it | can entertain myself more with a 
shorthand book than with any other kind of literature 
At the present time I have a shorthand library of 


which I am very proud. | intend to keep adding t 


it whenever | can afford t 0 so 
| had the pleasure of testing my shorthand speed 
the other day when my boss called on me to take 


depositions. It was a new experience and | was not 
sure that I could write that fast ut so far | have 
had none of the work turned back for correction, I 
enjoy this work very much, as it is a good deal like 


taking testimony in court 


I am working for the 120-word medal, and as soon 
as I get it I'm going to try for the 140-word honor 





12 ANSWERS 








To the questions on page 156 


l. Venice, 1171 
2. New York, in 1686 


3. All excepting Louisiana, where the divi 


s10ns ire K iS parisine 

4 n i transier i prope ty 

5. Statutor law 1s t be tound n the stat 
ute books ( mmon iw is based nm custom 
and judic il decisions 

6. The difference betwe« } untirv Ss ex 


ports and imports 


i 


7. Yes 

Ss. ll vea 2/ da 

Y \ d i il \ Tela ps 

10. N The minimum post ofhce require 
ment for a single mailu s 1,000 

ll. Yes \ blank form for the purpose may 
be obtained at any p othes 

12 Yes and 1 lhe maximun in iit ta 
single order SLO but there is no limit to 
the number of such orders that can be sent by 
und to the same persons 


Answers to the questions on page 108 of the 


November issue 


(1) No; it rises in Ethiopia (2) Yes; he 
learned the fundamentals of tinance trom the 
man he served as shorthand secretary (3) 
No; it is better form t say, Mr K ng, this 


is Mr. Adams,” or “Mr. King, may I present 


Mr. Adams?” (4) Yes; the law went into 
effect September 22, 1922. (5) Yes; superin 
tendant should be superintendent (6) Yes 
(7) Yes (8) Yes (9) Yes (10) Yes 


(11) No; standard-sized commercial letter 
l cap, 8% x 13 


paper is 8% x 11 inches; lega 
(12) No. Each state has two senators in Con 
gress; the number of its members in the House 
of Representatives depends on the population 
of the state 
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NEWS 


in 


The Flying Typist 


What need has an airport for a typist? 
Many needs, and various, as those of you 
who read Bunny Canning’s letter last 
March know! Like Bunny, Katya Bada- 
kov, is combining typing and flying. She 
is a typist at the Kramatorsk Stalin Plant 
in the Ukraine, and when this picture was 
taken last August 18 ( Aviation Day in the 
Soviet Union) she was about to make her 
first solo flight. 


Wells,” he quotes her saying I 
all over now. You see, Wells had to finish 








these articles in a hurry, and as | have had a 
lot of experience as an amanuensis for harried 
© sovrore authors, they called me in to work with hin 
He wrote his articles out in longhand and | 
put them up on the typewriter. It was a hard 
. ’ . . job, because after about two pages his writing 
Found Fame Before Forty henetie sihicdl intesishertile, We teases -olt 
such things as “ing” and “ly,” and you have t 
I NDE ED. one of the five use intuition to figure out what he means 
successul young women included in Mary “He stayed in his suite in the Lamont hom 
June Barton’s article under this caption in a for about one solid week working over his 
recent issue of the Los ANGELES TIMES MAGA- manuscripts. | got up there every morning 
ZINE isn’t yet thirty! She was graduated from around ten o'clock The butler told me that 
Woodbury College four years ago and began he gets up very early Some mornings he 
taking dictation from the manager of the do called me up before nine and asked how | 
mestic trace department of the Los Angeles was getting along He is a very tempera 
Chamber of Commerce, Harold W. Wright mental person, and so am | He was easy 
Her position with Mr. Wright has opened fur to handle, though, but 1 warmed the seats of 
‘ ther opportunities to her, and Genevieve Sta numberless taxis rt ing from the Lamont’s 
j ley s ability, intelligence, and charm are show: to my flat, and I sat up until three and four 
' in her colorful achievements most mornings whacking out his articles.” 
! She is editor of the WesteRN Market News, 
as well as president of the Los Angeles Wo 
men's Traffic Club, and last spring was the Corona Animal Keyboard 
sole delegate from the Pacific Coast to the . 
onvention of tl ssoci raft teshe of . 
pen ve Associated Trathe Club Ni IT only the business stu 


dent, the office stenographer, the travelling 
salesman, the busy author or reporter has the 
attention of the typewriter manufacturer these 


Typist to Author Wells days. The little tots can now have a machine 


of their own that will teach them to type cor 
How would you like to be rectly, while giving them hours of fun! 


that for a hectic week or two? Joseph Mitchell, [he principle is simple : Each group of letter 
of the New York Worip-TeLecram, inter- keys struck by one finger under the touch sys 


viewed Mrs. Marie Page Tomsett, who typed tem of typing is identified by a whimsical 
a series of articles for H. G. Wells, noted animal and a color. The finger that strikes 
English writer, on his recent visit to America these keys is identified by an adjustable finger: 


} ] 


“I had a wonderful time working with ring bearing the corresponding animal and 
t r 
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WORD ~~ and 


PICTURE 


colo! Each key bears a letter also, but it is 
intentionally subordinated in size and visibility 
to the animal. Thus, as the child is told by the 
gay little verses in his book, 
“Little Birdies you can see 

Perched on q and a and z 
Little Doggie comes out next 
Guarding w, s, and +.” 


And so on through the animal groups. The 





ght thumb, wearing elephant-decorated ring 


strikes only the elephant-decorated space bar. 





Che Animal Keyboard, the set of nine rings, large missio1 spital Instead of a salary 
and “My Corona Typewriting Book” can be he was offered an opportunity to study typing 
had with any of the three Corona models and, if he wanted, shorthand iriend 

ridiculed n wut he took the position, study 
ng industriously every spare minute and unt 


In Kor an Hospital late at night ug } eat was 120 r the 


old 30-40° below ze 


TH After two months’ stu e was typing nie 


only job available oct : 
. . » * i the do rs work \\ months more and 
when Roy C. Kim returned to Korea after ten ; 
ie began to take dictation on clinical histories 


years in the States, despite his American col- , : ' 
und the doctor's articles Then, eleven months 
} 


lege training, was a job as office boy in a : 
alter he began work tor him, the doctor wa 





called back to the States, and Mr. Kim had t 






wk for another job. Several good positions 









were opel 











re hospita 1 not let him eg Lhe neede 
4 stenograp! ic-secretary wl could speak ine 
lish, Mr. Kim was just the mal So 8:3 
to 6:30 o'clock finds im more tha busy hat 






lling the thee work of Pyengyand Unior 
Christian Hospital, at Heijo, Chosen (Korea 
He 











greets 






An Excellent Idez 
ST. JOSEPH'’S Acad 


emy, North Bay, Onta . Canada, has done 














something that is worthy of commendation 
Volume IV of The North Star” contains 
seventy-nine pages composed entirely of typ 
ing done by the students Evidently the typed 
pages were photographed and the printing 
done from plates. It is a novel and attractive 






‘ 





book. Particularly did we enjoy the page o 





typing designs so exquisitely done. This is a 
] 





laudable way to make typing interesting an 











" ‘ ‘ 


practical m the schoo ‘ Irse 
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THE SHORTHAND REPORTER 





EXAMINATIONS AND NERVES 


—WHAT TO DO ABOUT THEM 


Recommendations by CHARLES LEE SWEM, Official Reporter in 


the New York Supreme Court 


HERE is a wide difference of opinion 

as to the practical purpose of a reporting 

examination, depending upon the side of 
the fence from which the subject is viewed. 
rhe giver of the examination usually labors 
under the impression that the object in mind 
is to test the applicant’s fitness to perform a 
good job of shorthand reporting. The taker 
or receiver of the examination too often looks 
upon it as simply something to “get by,” a 
hurdle or handicap placed in his path by a 
meddlesome fate or by a group of near-sighted 
examiners who have no real conception of his 
abilities or of the proper way to bring them 
forth. Neither, of course, is exactly right. 
No examination can be devised to test con- 
clusively the thinking capacity of any par- 
ticular head; yet, on the other hand, the appli- 
cant who approaches an examination with an 
alibi up his sleeve has failed in the first prac- 
tical test that the examination does afford. 


No Alibi 


All examinations are of necessity artificial. 
At best they can only serve as a sort of lit- 
mus paper which when applied to a certain 
substance determines whether that substance 
contains the specific elements tested for. It 
does not pretend to determine what those ele- 
ments will do in certain combinations, but only 
whether or not they are present, whether the 
basic “stuff” is there. Certainly no possible 
or reasonable shorthand examination will de- 
termine what a particular applicant will do 
when he suddenly meets the emergency, say, 
of three speakers talking at the same time 
with two of them saying something vital to 
the record—whether he will succeed in get- 
ting an intelligible report of something he 
couldn’t possibly write, or go to pieces with 
a case of nerves or of temperament. 

Nerve control is an important part of a re- 
porter’s equipment; yet there are unsuccessful 
applicants who lay their failure in examina- 
tions to nervousness, to an inability to write 


their best in an examination room. Their 
hands perspire, their nerves get jumpy, their 
pens stagger drunkenly across the page, and, 
the dictation over, they are so nervous that 
they can read only half of what they have 
written: therefore they must be of that very 
common genus who just simply cannot do 
their best in an examination. Well, there 
may be such a specific genus; I won't be dog 
matic enough to say that it doesn’t exist, but 
I do not believe that the matter of nerves is 
the differentiating line or that they are the 
only people who ever get nervous in a test 
or an examination. 

No contestant in a contest, no applicant in 
an examination, ever sat down to compete 
who wasn’t nervous. He has no license to 
compete or to hope to win if his nerves aren't 
keyed up to a fine competitive pitch. Glance 
around the room, and observe every contes 
tant. They are all nervous, every one of 
them, from the winner to the last man who 
will get on the passing list. Every hand in the 
room, of those who will eventually pass, is 
perspiring freely; every knee has a tendency 
to “jiggle” if a foot is lifted inadvertently 
from the floor; and a cold crawl trickles slow- 
ly down the pen fingers of each good right 
hand. They are all feeling it, but—and here 
is the difference that will show in the final 
standing—some can write faster and more 
accurately than the others. 


It’s Reserve Ability that Wins 


Examinations are really not passed in the 
examination room; they are passed in the 
quiet and drudgery of the practice room. 
Everybody sits down to an examination with 
the same nerve handicap. No shorthand 
writer, however good he is, will write on an 
average as well under the tension of com- 
petitive conditions as he will when relaxed 
and not subject to the distractions of such 
effort. He must allow beforehand for the 
loss of efficiency imposed by such conditions, 
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Convention Phrases 


Notes written by Cherles Zoubek, C.S.R.. New York) 


> 


should like yy ~ in all cases _) in this connectior ae 


4 


I should like to .. A P in any case ——Tt? in this manner 


in any event -- in this way d 


T ‘ 1A 4 < / 
I should say ¥ 
' in a short time ; ‘ ars . 4 
I so move ‘e 
> in connection with is there a! westion « . 
I suggest the a ae 
) 
7 in connection with { ere . m0 
I suggest that A the matter 7 y i 
y, in connection wit! it } é 
T mocceeat this that SF 
, Suggese nis a) a ® 
in less than —_— it is carried *C 
I want to se i the 4, ? 
motion Oo 
in my experience f it is moved and sec- | 
c onded ? 
I will appreciate < 4 ™ 
1 
~ , 
in order © it curred to me - A 
I will give CQ > 
in order to be . 4 it irred t is . 
I will give the Q_ é 
° 
in order to have — it irs t e <—-y 
I will give you CQ. ¢ 
in order to maxe -. 
I will second the 
motion Cz ; 
in order to move - it w 
i wish to thank B: ; , ail P 
you in order to say oy { 
I would like to. _ c in our experience -—,y just ea j / 
make < { A Z 
I would like to in our report ~~, 
make a A eo ——— ( ladle j tl] 
motion & 
in that report a a 
I would like Pa . last conventior 4 
to move — 


4 in the morning ~ 
if there is PA last session A 


Ao in the usual course -7 
in addition to that -< ol later on - 


ee in the usual course 
in addition to these - of business ? let me know = 


- - 


5 





1 sufficient reserve of ability 
discount his nervousness 


by building up 
to permit him t 


s on and the pen begins to 


when the pressure 
stagger The chief difference between the 
winner and the loser is a difference of re- 


serve ability One can write just so fast and 


no faster; he is dependent upon ideal cond: 
tions to perform at his best he other, the 
eventual winner or the successful applicant, 
can do just a bit better when the emergency 


arises. If his pen sputters, if his table “wob 
if the di 
enough t urdle these 


script. He is not doing 


bles,’ ctator goes berserk, he still has 


reserve handicaps and 
turn In a passing tran 
} than the unsuccessful con 


best is passing, while 


us best any more 
testant, but his less thar 
the other fellow’s isn't 
Daily Under Stress 


Reporter Works 


Nerve strain in a reporter’s life is not con 
fined to his experience in 


W eek Il! and 


reporter is called upon to display 


passing examina 


week out the practicing 


his ability 


tions. 


under conditions at least equal to those that 
obtain in the examination room. here are 
many first-class reporters who never quite 
grow accustomed to being requested to turn 


cross-e€xamuination of a pre 
alter 


back to the fast 
vious witness and 


and jury 


read it, page page, 
in open court. It isn't 


in themselves or 


to the judge 


that they lack confidence 


} 


their notes, but it is the same tension, th 
same feeling of being “on the spot” that ex 
isted in the examination room heir ability, 


their right to hold 





shorthand 
} 


their prestige, 


their instantly placed under publi 


Chey must read accurately and un 
notes that 
stress, with little thought of any 


The 


nerves immediately grow tense and keyed up 


scrutiny 


hesitating|ly they wrote probably 


under great 


such public transcription of them 


it is exactly the same emotional response that 


any normal set of nerves makes to any sucl 


} 


stimulus, whether it contest, an exam 


reporting 


ve a 


nation, or the everyday routine of 


If the reporter is going to “flunk” it, he 
might better “flunk” it in the examinatio1 


personal 


later, 


room, where nothing but his own 
pride is at stake, than to do it in court 
with the rights of litigants depending on his 


ibility. It the applicant does not possess the 


reserve of ability to enable him to discount 
such a perfectly normal nerve reaction, and 
it requires an examination to bring out this 


particular weakness, then the examination t 


that extent has justified its usefulness 
Surplus Speed Eases Strain 
Chere are unquestionably some people whose 


nerve reactions have no relation at all to their 
shorthand i 


who would go to pieces in 


ability, 
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any emergency. With them the passing of 
an examination is a matter of sheer physical 
control But unusual cases a 
little extra reserve would not be without some 
Any easing of the pressure 


is bound to have its bene 


even in these 
7 mation lue 
therapeutic value 
ficial influence upon 
dictator 


a minute 


such people Let the speed of the 


suddenly drop twenty-five words 
and I'll wager that even the most confirmed 
case of nerves will begin to improve! By the 


vement, the same 


same token, the same impr: 
easing up of the pressure, should be notice 
able if an extra twenty-five words a minute 


were added to their writing ability 


Will Not Do the Trick 


Cramming 


It is well, even necessary, to prepare for 


an examination by 


a week or a month or more 
but the applicant should 
belief that this 
make or 
The most 


of concentrated eftort 
not delude 
particular 


himselt with the 


practice will either break 
him on the day of the 
that this can do for him, 


be to 


examination. 
and its only object 
skill he pos 

It will 


than he al 


should bring whatever 


sesses to a fine edge of pertection 


not make him any better writer 


ready is, it will not give him more words a 


minute than he already possesses, and it will 


not insure him against failure if he doesn 


possess the speed that the examination calls 


for What he is r what he can do has al 


ready been accomplished in the years and the 
months preceding the examination. If he has 


the “stuff” within him, when the litmus paper 


is applied it will show immediately, whatever 


the handicap of “nerves” or other extraneous 


conditions If he may be lucky, of 
course, and still “get by” if the conditions 
are ideal But ver ideal in 


an examimation or contes 


Transcript of Broadwater’s 
Shorthand Notes 


\ ot ember 


in the issue 

May it please the ( t ts 
the Jury 

At the beginning of the tria f this se, it i 
that you may more clearly erstand the ev 
in this case as it w ¢ t he witness 
stand, I feel that a s t stat ent sli Id be made 
to you of what we understand t the facts t 
case 

rhe plaintiff in this se W alte B. Tt 
this boy sitting here behind 1 . = eile . 
he brings this actior y ! throue hie father 
W. T. Thomas, as his next friend This action is 
brought against I D. 7 this ere 
doing business as the nterst Mot Trans 
Company 

We expect the e\ ence n this se to show that 
the plaintiff on or about December j 934 along 
n the evening, about eight-thirty <k, was riding 
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ge z Ww t s tw thers and tw Ag é ar ar w r ce r 
er “ r auton ne x iriven west or ‘ c isiveliy show c was 
eas P ‘ } 
: Iw Stre s that his ot x g liquor and while g 
I ‘ 2 was about x! ately fhitty-f 
to ¢ ‘ 1 which wo " ‘ the g 
s¢ OT and A 
| I \ who was driving “ , S 
* ta n »w ne y 
t, I D. Tay " was an emy ’ ig to the 





WHO'S WHO IN SHORTHAND SPEED 


4t 200 Words a Minute 


EXAMINER A. A. BOWLE 


fequaints You With 
Two More Diamond 


Medal Winners 





a 


Arthur Delau Paul Simone 





had to ge t work? That was Arth ) 134 at 
elau’s pi blen Iron » I " 
He had taken a college preparatory cours York City ume t ‘ { 
the West High School, Cleveland, Oh same classes; made about the ime grades 
but had carried shorthand and typewriting as They became sp r rt lire 
extra” subjects. Lucky for him! When he tiol f World S thand (¢ n Mart 
look for a job it was this “extra” whicl | lupraw at Hunter Colleg: won the 175 
secured him a position in ( ago and a ste; wo! ite ¢ nd et the 
earer s goal He had a t mat « i! ime <¢ e { _ rthaix 
eporting would be 1 sutfhciently pront ible Reporters il t t 
ertaking so that he could pay Ss wa wa 1 the 
college And he liked t write shor e State t New ‘ That 
al i ¢ k | nec 
During s sta ( y he at ‘ ihey t “ the | ys M 
uregg \ lege al mpleted the cot | » " ecame r } e re} and he 
I course It was Ww ie there that I s deve ‘ ‘ ‘ t writers 
veted in the Internationa! Commercial Schools n his fiel S atter at 200 words a mir 
Contest at the ~entury ol Progress | Xp siti ute ] Id te 1 W ined 
and won first place in the Open Shorthand the lect terie of Diar Medalists! 
Event at 150 words a minute. Graduation fron ’ eresting assignments, the 
the College and ability t write shorthand ! t note rt perha Mr Simone tell 
I upidly, I irther dem | strated by winning oul S, was is Hea Nt graphetr for the 
200-words-a-minute Diamond Medal at the United States Subcommitte inking at 
ge of eighteen, assured him success Currency that made front-page news a few 


Result. He is now in Cleveland attending years agi At present he is position that 
the University and is engaged in doing part many writers would like t le is Hear 


time court reporting work, which is paying his ing Stenographer for the newly formed Se 
way Congratulations, young man—keep uw rities and Exchange Comn which 
the gt 1 work’! will find menti ed currently n the news 
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Shorthand 


UR shorthand plates look as if they 
might keep us pretty busy this month, 
do they not? But if you have developed 
the skill that you should have up to this 
point, you will relish the thought ot having 
these additional drills for practice, especially 


now that the Annual O. G. A. Contest 1s 


pen ! 

Every minute you practice tor pet 
fection of shorthand writing style increases 
your skil Quickly to master the formation 


and combinations should be your aim and 


then, having acquired a correct style, you 
want to keep on practicing to improve tech 
nique. 

The first exercise tl month is for review 
practice. Turn the circle neatly and smooth 
ly in these outlines and glide rhythmically 


from one character to re next 


STRAIGHT-LINE CONSONANTS. In 
taking up the straight lines let me caution you 
that a swift upward or downward stroke (as 
the 


the case may be) with a quick getaway at 
to keep these lines absolutely 


end is require: 
straight Nothing is more pitiful in short 
hand writing than the bent backs of d's and 
i's! Practice the movement drill in the first 
exercise swiftly for a minute or two before 
taking up the circle joinings in the next exer- 
cise. “Walking” a straight line might not be 
as easy as it looks in the exercises that fol 
low—you'll do better to “sprint” 

If, in joining the circles to straight lines 
in ay and ja, a slight finger-action is used in 
turning the circles, it may help some writers 
more easily to control the straight stroke 
his exercise, while short, will require con 
siderable practice by some of you if you are 
to master the handling of the combinations 
in it. 

Having completely controlled the joining of 
circles to curves in previous lessons, you will 
not find our next combination dithcult In 
writing ad start the circle with a slight pull 
to the right and downward, glide smoothly 
around and up to the point of contacting the 
beginning stroke (where the circle is closed) 
and keep on to the end of the straight line 

You reverse this action, as it were, in writ 
ing da. A swift upward movement with a grad 
ual lift of the pen is necessary to write it 
correctly and make a straight d Count as 
you write, 1-2, 1-2, 1-2; turn the circle smooth- 
ly from the beginning, and glide directly to the 
end of the outline without pause Keep the 
circle quite round. 
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Speed Studies, No. . 


ELAINE 


ULRICH 


Movement 
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ART AND CREDENTIALS 





QUARTER MILLION WITH THE 


GRAND OPENING OF THE 
ANNUAL 0O.G,. A. CONTEST 


Detailed by FLORENCE ELAINE ULRICH, Conductor 


of the Art and Credentials Department 


breath-taking feat which 1s 
rmed by the Credentials De 
While we are not in 
predictions, the conservative estimate 
of observers here is that 300,000 certif 

and awards in shorthand and typewriting will 
students, stenographers, and 
quarter of a 


HA 


being 


is the 
per! 

partment this year 
clined to 
icates 


he issued to 
schools this veat more than a 
million ! 

It is a remarkabl 


demonstration of prog 


ress, and of the skill that is being developed 
in the and typewriting training 


It testifies 


shorthan 
throughout the country 
| 


to the merits of the standards 
that are used in accomplishing the 
h | " 


noh-po re 
en-] wered 


classe 5 
and the testing 
devices 
objectives whi business ce 
mands irom stenogt iph { employees 


Our Annual Contest 


(Inet among t rthand skill activities 


I] events, is_ the 


Artists 
t 


shorthand writ 


ind greatest f a aitiondl 
Annual Contest of t 
[his ( ontest, 


er (except 


Order of Gregg 
open to every 
teachers and winners of first place 


in previous events), 1s a test ol shorthand 


writing 
hundreds of thous 


responsible for 


inds of stenographers hav 


skill and is primarily 


ing been trained to write shorthand that other 


stenographers using the same system can read 
It is helping to make shorthand a means of 
international communication, and thousands 


women are 
shorthand with 


of young men and carrying on 


personal correspondence in 


fellow stenographers in this and other lands 
Having learned to write shorthand as it ought 
to be written, they do not find it at all difh 
cult to read the notes of other writers half 


The mighty Order of 
Contest—by 


way around the world. 
Gregg Artists—sponsors of 
its encouragement and appeal to young wri 


this 


ers is largely responsible for the present high 
degree of accuracy and skill developed in 
shorthand. In this Contest shorthand writers 
old and young from many countries will 
match their skill. The spirit of friendly com 
petition gives zest to writing practice, and 
successful participation will bring interesting 
rewards for those who write to win 


Is it any wonder, then, that thousands of 
eager students and shorthand writers await 
with keenest interest the announcement of 
this Contest? Many beautiful prizes have 
been assembled to award to successful con- 
testants! The Credentials staff have girded 
themselves to withstand the avalanche of 
O. G. A. tests that will descend upon us, as 
ymce again shorthand writers match their 


technique and skill in the race for the Silver 


{ up 
I 


{ Mind’s-Eve 


Picture 


Projecting our visio! into classrooms, 
many in far parts of the 
bent 


riminating 


ithees, and homes, 
world, we see 
alertly 
between this outline and that in the 


effort to 


Cager, expectal laces 


over the Contest ( Vv. disc 
persistent 
execute 
subsequently 
mal O. G. A 


ferret out weaknesses and 


the “perfect” specimen which 


must be entered in the Internati 


Contest. This may be the happy occasion that 
will bring together a brilliant shorthand writ 
er and the “dream career” which seems so 


reality now! 
Many letters 


young men and 


scintillating but so far fron 
And 


recely ed 


why not have been 


from women who 


have seen the gates of a greater field of serv- 
ice open for them as a result of their having 
: 


received recognition in this Contest! 


{ Chance to Publicize Your Worth 


It isn't 
graphically, of course) 


always enough to be good 
and better than some 
given field of activity if we do 
effective to help 
bring our worth before the people 
And when effective is based on a 

| 

skill, it elimi 


foundation of 

that inevitably 
arise when ability unnoticed and unre 
warded. It is all very well to say, with Mr 
Powys, that “there can be no disappointments 
if we, our own greatest taskmaster, can at 
the end of a day say ‘I have done that well 
and better than anyone else can do it!’” | 
suspect that to be the mellow philosophy of 


(steno 


one else in a 


not have an press agent” 
proper 
“publicity” 


and 


disappointments 


competency 
nates the 


goes 


maturity, but it is not very helpful to youth 





He 
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enthusiasm and impatience tor recognition 
and success. It is more satisfying to be recog- 
ed here and now—and alert stenographers 
students stenography will see the effect 
portunities of training tor this Contest 
ind May YOU Win 
So come on, Greggites. Let's go over thi 
toy 50,000 st ng this cal We can d t 
but it means that YOU must practice the 
Contest Copy trom now until it is time to sen 
your best specimen to be entered in_ the 
O. G. A. Contest Che Contest Copy will be 
f d elsewhere in this magazine. Submit 
t t t mmittee udges on or before 
Mar 1, 193¢ Let your motto be “I w 
wit 


Individual 


test will be open to all shorthand writers ex 
cept teachers and those wh ave won first 
pla na preceding QO. G. A. Contest 
l Any z | penmans | paper ) t 1K 
ete : v r ead 7 ¢ “¢ 
Either pe yr per may be us 
3. At the t f the pape nw e ( 
{ t j w te r nar? ¢ > i 
au T I t 4 eT 
¥ : t ar state A r I y 
h O. { 4. Members (' t 
4 { mens ’ \ t 
oe as k O. G. A. Contest Copy.” 
‘ , ' entered 
: n t I ce the ntil yo 
entry ss ru est k e¢ submitting 
Contest specimens should be sent to Tue Gre 
Wr rx, O. f \ ) ent Madison Avenue 
New York, 3} \ Tests rt mailed folded’ or 
flat z. I ge t be sid at the lette 
rate \ ‘ . ire af . ed r nse ‘ 
Plea here u ff ev n the pa k 
ige t nsure , 
7. if ¢ s t e considered for membershi 
also, ma the package ““Membership Examiner,” ar 
ave the mitt vering the members fee 
et > Wher ~ tting school clubs. a the 
papers ar t should be included ne 
kage; ot wise the separate units are, of neces 
y c yed t ® ssembled and | through f 
oat ste rating 
e Contest ses March 1, 1 All papers 
must n 7 hae n or before that date A “ 
r e delays in the mai and send yo pape 
ny ‘ 6 tiene ¢ ssure its reaching us before tl 
Ss 


Rules 


Indiv 


Contest 


ry. 
PH 


lual Con 


Hou ire Rated 


Individual Papers 


Individual and 


_ontest specimens, both 
1 entries, will be rated according to the 
ng points of penmanship 
) Freedon tf movement in writing 
Ay ation f the principles of theory 
P t n length of strokes 
I f ty nd correctness of slant, curva 
t ¢ a nings 
S spacing of notes 
ividual prizes will be awarded on the 


merit ot tre 
f whether it 


see Dp < ith 


} , fs 


Change in School Ratings 
_ ] t o ] e aet 
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4 hunde ’ , 
mean the ; , 
member f th 
rm petir 
’ ; 7 ’ ” 
he y 
me tr 
grout , tea 
P ‘ 
oO. ¢ A Me ; 
3. Percentag 
i Oe ( oO 4 
A s g 
‘ ( Pir 


School Contest 
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HE O. G. A. Contest is open to all shorthand Conte 


writers, except teachers and winners of the 
Silver Cup in previous Contests. The prizes are of 
exquisite workmanship and design, to which the descrip- 
tions and photographic reproductions here can not do justice. 


Individual Awards 
First Place 
SILVER TROPHY, beautifully etched and suitably engraved 
with the prize-winner’s name and achievement, to be held 
permanently by the winner of first place. 
Second Place 
GOLD MEDAL, lavalliere, or watch charm, of exquisite 
design, bearing the O. G. A. insignia in enamel and gold. 





Silver Trophy Third Place 
Highest Individual 
Award STERLING SILVER MEDAL, charm, or lavalliere. 


Fourth Place 


FRENCH CLOISONNE ENAMEL VANITY CASE in rich blue with 
O. G. A. insignia, or DE LUXE GREGG FOUNTAIN PEN suitably boxed. 


Fifth Place 
GREGG FOUNTAIN PEN DESK SET—an attractive and very useful gift. Special 
Opecia 
Next Five Places ange B,!.. 


DE LUXE MINIATURE MANUAL AND i 

DICTIONARY SET, autographed by Dr. | 

John Robert Gregg. Henorsll 
(a) HONORABLE M 
school, and a suilabi s 


graphed by Dr. Gre 


Nw 













(lf twe or more contestants tie for the same place, the 
prize for that place will be given to each.) 


THE gold O. G. A. pin and the lovely gold- 
covered “5,000 Most-Used Shorthand Forms” 
(miniature edition), autographed by Dr. 
Gregg, will be given to the writers whose 


teams rank among | 
banner-winning grou 


(b) GOLD SEAL CERI! 
grossed, to the Scho 
Miniature Dictionary| 
making a score of 58# 


shorthand notes rate as “excellent” but do not 
take one of the first ten places. 
The GOLD O. G. A. PIN will be awarded to 


each contestant whose notes show a good de- “ y 
gree of executional skill. Every writer of a 0. G. A. Medal (c) RED SEAL CENJI 





meritorious specimen rates this prize. Levelliere Style whose team scores 5! 


T INE 


@ PRO 
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“| im the Annual O. G. A. 
pst and How to Win Them 


‘ontest Closes Mareh 1. 19.36 


School Awards and Teachers’ Personal Prizes 


| 
SCHOOL prizes and special teachers’ prizes on school clubs are awarded 
as follows—not fewer than ten papers from a school will constitute a club: 


First Place 


ONE HUNDRED DOLLARS to the teacher or 
teachers of the team winning first place in the 
Contest and the BEAUTIFUL LARGE SILVER 
TROPHY, to be engraved with the name of the 


winning school and held by it for one year. 





(A school winning the Trophy three times receives it as «@ 
permanent possession.) 


Second Place 


FIFTY DOLLARS to the teacher or teachers of 
the team winning second place and the SECOND- 


PRIZE BANNER for the school. 


Third Place 
TWENTY-FIVE DOLLARS tothe 


teacher or teachers of the team winning 

third place and THIRD-PRIZE BAN 
TION BANNERS to the NER for the school. 

® shorthand book, auto- Next Five Places The School Trophy 
to the teachers whose iwerded Winning Team 


PRIZE SCHOOL BANNERS to the wd Ay ~ hee 
schools taking the next five places, and 


SOLID GOLD MEDALS to the teachers of the teams winning 
CEMIFICATES. suitably en- the next five places. 
and an Autographed Special Prize Banner 
sary {> the teachers of teams 
A SPECIAL LARGE-SCHOOL CLUB BANNER awarded in 


58 #F cent or better. : 
addition to any other prize to the schools represented with clubs 
CERBFICATE to the school of 300 or more specimens which make a score of 60 per cent or 








s Vir cent or better. better in the Contest—same style as awarded Cicero in 1931. 


IN.. BINDING 
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prize wi be vided among the tea and class, classes lunior > Sen 
whose « ned work represents the school « r ur t numbe ers nitted Space 
peting ea led ft this inf ti on the Contest 
(Where the w . al competes. panet Blank that its requ with every club (Rule 1.) 
should g t n the package “ : prope * is necessary 
teacher names t f tate n ne ret ; at te rs spe state which ent? are 
re : rom Junior students as which from Seniors. Stu 
Ea < | s f the S » Cor st lents ent it er s Tur s fr st be i the 
ust be " \ i t showing the first ye »f shorthand ir 2 scl have bee 
name f ¢t tea r ers f the 1 e i t enrolled e business ge s thand irse not 
be divided. to w ‘ e giver the name mo ‘ e 1 * P < nts at 
vf the ind address of graduate st be entered S s, regardless 
the ‘ sth of e they } t Ss 
1) | | 
ecemper est ateria 
¢ Ss < 
[A ubs f , } mpar writter t f names t i:te ecking nd mesure 
I ur Y , , Decen ’ 1 membersh til Jas iv 1936.] 
: ; lees art of a beautiful and inspiring poem, but | 
Instructions for Writing — 2S * See o as Goem, Se 
© gravely fear that they rut nter to the vast 
. ’ ’ , 4 , 
the O. G. A. Contest Copy — mass of earthly experi To fulfil, morning 
Se after morning, or evening after evening 
All specimens written from this copy will through months and veatr this is the very 
be considered in the Contest unless marked 2 noe Ny . : ' 
“For Membership Only.” If submitted for GICKEHS ENU, ihe proper spirit cal x 
membership as well as Contest, mark the induced ot by ireful consideration and 
specimen “Membership Examiner.” As ex- realizatior f man’s lition—the limitations 


plained in the announcement of the Contest, 
the copy can be written by anyone who has 
completed the Eighth Chapter of the Manual, 
making it available to theory students as 
well as members of advanced classes 
Practice this test diligently between now 
and the closing date of the Contest, March 1, 
to make sure that your paper will represent 
your very best style of writing. Ask your 
teacher to criticize your notes as you prac- 


tice. 

When I read this recently it made an in- 
delible impr n upon my mind: Hold on 
and hold tight 

Many lives are hilled wit halt-fir hed tasks 
begun with vigor and zeal, but dropped in a 
little while because the beginners did not have 
grit enough to carry them through. It is easy 
for us to begin a thing when the mind is aglow 
with the lame { desire to achieve But the 
world does not estimate the value of a man’s 
services by the number of things he com 
mences—by his speed at the beginning of the 
race. It is the home stretch that counts a 
man’s perserverance in what he _ thinks 
worth while. Success is the power to “hold 
on and hold tight’ while « mplet ne the task 


hegun 


Junior O. A. T. Test 


Arrange on a sheet of paper as attrac- 
tively as you can the plain copy test given 
below. To secure the Certificate you must 
make a perfect copy of this test (using 
single space) without errors or strikeovers. 
Good ribbon, clean type, even margins, and 
even touch will improve the appearance of 
your paper, and may even enable you to se- 
cure a copy worthy of Honorable Mention 
and the gold emblem pin in addition to the 
Certificate. 


THe Curt 


Sut tasks in hours of insight willed 


Can be through hours of gloom fulfilled.” 


The above lines from Matthew Arnold form 


if his temperament lverse influences, an 


the lessons of his past 

Let me take an average cas Let me take 
vour case, ) mar \ il it twent living 
in comfort, with me cares, and some r¢ 
sponsibilities, and some pretty hard daily 
work, but not too mu inv! The question 
of mental efficiency is in the air It interests 
you. It touches you nearly. Your conscienc: 
tells you that your mind is less active and less 
informed than it might be You suddenly 
spring up from the garden-seat, and you say t 
yourself that vou will take your mind in hand 
and do something wit! t Wait a moment 


Be so good as to sink 


seat and clutch that tennis racket a little 


longer You have had these “hours of it 
sight” before, you know You have not ar 
rived at the age ot twenty without having 
tried to carry out nobl resolutions ind 
failed What precautions are \ 1 going t 
take against failure this time for your will 
is probably no stronger now than it was 


atoretime You have 1idmitted and accepted 
failure in the past And no wound is more 
cruel to the spirit of resolve than that dealt 
by failure. Have you thought of that? No 
You have not 

I have not the pleasure of your acquaintance 
But I know you because I know myself. You 
started off with a magnificent program, but 
you undertook too much at the beginning 
Set yourself some kind of simple program to 
extend over three months. For example (and 
I give this merely as an example and you 
should substitute a program best fitted t 
your own advancement and culture), suppos« 
you set yourself the task of reading twice 
Herbert Spencer’s little book on “Education” 
and make notes in pencil inside the back cover 
of the things that particularly strike you. You 
remark that that is nothing, and that you can 
do it “in vour head.” Well, do it When it 








ee 
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December Competent Typist Test 


Use double spacing in typing this test 


175 


(To find the gross number of words you write, divide gross number of strokes by 5: then deduct 10 word 
for each error to get net words written. The number of strokes is indicated at the end of each line in order t 
fa ; the gr ! } of stro t 


number kes written 


Siro 

For some considerable time I have been living, as re- 
gards books, with the minimum of comfort and decency, 
and then, just lately, I summoned energy and caused fif- 
teen hundred volumes to be transported to me: and I 
arranged them on shelves; and I rearranged them on 
shelves; and I left them to arrange themselves on shelves. 

Well, you know, the way that I walk up and down in 
front of these volumes, whose faces I had half-forgotten, 
is perfectly infantile. It is like the way of a child at a 
menagerie. 

Do you suppose that the presence of these books, after 
our long separation, is making me read more than I did? 
Do you suppose I am engaged in looking up my favorite 
passages? Nota bit. The other evening I had a long tram 
journey, and, before starting, I tried to select a book to 
take with me. I couldn't find one to suit just the tram- 
mood. As I had to catch the tram I was obliged to settle 
on something, and in the end I went off with nothing more 
original than Hamlet, which I am really too familiar with. 
Then I bought an evening paper, and read it all through, 
including advertisements. So I said to myself: “This is 
a nice result of all my trouble to resume company with 
some of my books!” However, as I have long since ceased 
to be surprised at the eccentric manner in which human 
nature refuses to act as one would have expected it to act, 
I was able to keep calm and unashamed during this ex- 
traordinary experience. And I am still walking up and 
down in front of my books and enjoying them without 


kes 
c> 


LOSD 


1138 


reading them. 154 
I wish to argue that a great deal of cant is talked and 159% 


written about reading. Papers such as the Athenaeum, 16 
which nevertheless I peruse with joy from end to end 1703 


every week, can scarcely notice a new edition of a classic 1762 


without expressing, in a grieved and pessimistic tone, the 
fear that more people buy these agreeable editions than 








Fr 
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Strokes 

read them. And if itis so? What then? Are we only to 1934 
buy the books that we read? The question has merely to 1990 
be thus bluntly put, and it answers itself. All impassioned 2051 
bookmen, except a few who devote their whole lives to 2105 
reading, have rows of books on their shelves which they 2161 
have never read, and which they never will read. I know 2218 
that I have hundreds such. My eye rests on the works of 2275 
Berkeley in three volumes, with a preface by the Right 2330 
Honorable Arthur James Balfour. I cannot conceive the 2385 
circumstances under which I shall ever read Berkeley; but 2443 
I do not regret having bought him in a good edition, and 2500 
I would buy him again if I had him not; for when I look 2556 
at him some of his virtue passes into me; I am the better 2614 
for him. A certain aroma of philosophy informs my soul, 2671 
and I am less crude than I should otherwise be. This is 2728 
not fancy, but fact. 2750 
If the mass of obtainable first-class literature were, as 2808 

it was perhaps a century ago, not too large to be assimi- 2864 
lated by a man of ordinary limited leisure in his leisure 2921 
and during the first half of his life, then possibly there 2980 
might be an “ought” about it. But the mass has grown 3034 
unmanageable, even by those robust professional readers 3090 
who can grapple with whole libraries. And I am not a 3144 
professional reader. I am a writer, just as I might be a 3202 
hotel-keeper, a solicitor, a doctor, a grocer, or an earthen- 3262 
ware manufacturer. I read in my scanty spare time, and 3318 
I don’t read in all my spare time, either. I have other 3375 
distractions. I read what I feel inclined to read, and I am 3436 
conscious of no duty to finish a book that I don’t care to 3495 
finish. I read in my leisure, not from a sense of duty, not 3556 
to improve myself, but solely because it gives me pleasure 3615 
to read. Sometimes it takes me a month to get through 3670 
one book. I expect my case is quite an average case. But 3729 
am I going to fetter my buying to my reading? Not ex- 3781 
actly! I want to have lots of books on my shelves because 3841 
I know they are good, because I know they would amuse 3895 
me, because I like to look at them, and because one day I 3953 
might have a caprice to read them. In short, I want them 4011 


because I want them. (4031 strokes )—From “How to Live,” 
by Arnold Bennett. 
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How They Tell Time 


by the Telephone 
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The Interview with the Lioness 
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The Gyro’s Strange Intuitions 


From “Popular Research Narratives” 


Copyright, 1929, by Williams and Wilkins Compony, Baltimore) 
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A Christmas 


By MILDRED D. WEST, 
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High School Instructor 
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Graded Letters 


Written by SUSIE E. JONES 


Peoria (Illinois) High School 
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“ 
Graded Letters 
Written by S. LOUISE SMITH 
Versailles (Ohio) High School 
For Use with Chapter Five of the Manual 
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A Thought or Two 


by Albert Einstein 
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« Our Food > 


By MARIE MAHAFFY 


Commercial Instructor. South St. Paul (Minnesota) High School 


Written especially for Use with Chapter Six of the Manual 
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What Makes Men Leaders 
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By COL. LEONARD P. AYERS 


In “Forbes Magazine 
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Aetual Business Letters 


From the prize-winning sets submitted in the last Gregg News Letter Contest 
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Turning Them to Account 
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